
 MLTI Dispatch Instructions 
Maine Learning Technology Initiative

In order to create mail-in dispatches utilizing the MLTI Local Depot, you will 
need to follow these instructions.
 
Overview
Only MLTI Tech Leads can process dispatch requests on the MLTI Local 
Depot web page http://www.belldepots.com. DIY parts (“Do It Yourself” parts 
such as power adapters and Lightning cables) can be acquired by contacting 
the MLTI Help Desk at 1-800-919-2775 with PIN# 4MLTI. 

The local depot will not be providing DIY Parts. 

To complete a dispatch to the MLTI Local Depot:
• You will need to call the MLTI Help Desk to troubleshoot and obtain a 

case number before submitting your MLTI Local Depot repair requests via 
DepotWorks; a case number will be required to complete each dispatch.  
You may use a single case number for dispatching machines with similar 
failures (i.e., one case number for video issues, a different case number 
for power related failures, etc.). Please make sure to provide all serial 
numbers requiring service to the AppleCare MLTI Help Desk technician to 
ensure our ability to trace any errors or issues with the dispatch process 
and provide an expedient resolution. 

• Once you have been provided a case number you will log into 
DepotWorks to create your dispatch for your iPad, iPad mini, or MacBook 
Air.

• Creating dispatches will automatically schedule a UPS pick up for your 
repairs on your next scheduled pick up or next business day if your 
school does not have a standard UPS pick up time. Labels must to be 
printed out from the DepotWorks interface. 

• You will need to have the device boxed, labeled and ready for pickup by 
the UPS courier. 

• All repairs initiated before 6PM EST will be processed same day with a 
next day pick up time frame (if the dispatch is created before your 
school’s regular UPS pick up time, the units may be picked up when your 
UPS driver arrives).

• Do not pack your power adapter in the box with your device sent in for 
repair.

• Be sure to remove all previous shipping labels from the boxes before 
sending them to reduce errors in shipping and/or tracking the units in the 
shipping and repair process.
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• Be sure to securely tape the shipping boxes closed in order to prevent 
loss of the unit during the shipping phase of the repair.

• Mail-in repairs not covered by the MLTI AppleCare contract (Abuse or 
Accidental Damage Repairs) can also be dispatched to the Local Repair 
Depot by using this same method outlined in this document. However, 
you will receive a quote for the cost of such repair for your approval 
before the depot will begin to process the request. 

Local Depot Escalation Process

To provide feedback or get more information on the local depot process or to 
escalate UPS related issues, please use the Depot Feedback link on the MLTI 
Local Depot web page after you log in. Passwords can be obtained using the 
“Forgot your password?” link on the log in page.

If you require additional shipping boxes use the “Request Shipping Box” link 
from the navigation links at the top of the page. This will generate an email 
request for additional boxes for repairs; there is a pull down for the number of 
boxes you require, up to three per order.  Please be sure to reuse your existing 
boxes and only order replacement boxes if they show signs of excessive wear 
or no longer protect the devices. If you require more than 3 boxes, you may use 
the Depot Feedback link to submit that request.

What follows are step-by-step instructions and guidelines to assist you in 
creating a mail-in repair using the DepotWorks interface.  
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Outline of a Repair Request

1. First you must log on to the web page https://www.belldepots.com  
(figure 1).  Your log in information should match your Asset Manager 
Login. You can also use the “Repair Depot” link from within the Asset 
Manager to automatically log in.  If you do not know your login, you can 
use the “”Forgot Your Password?” link on the bottom of the screen or      
the “Forgot Password” link within the MLTI asset manager and you will be 
contacted with this information:

fig 1
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2. Once logged in to the system, you can enter either the asset tag or the 
serial number of the unit to initiate the dispatch (figure 2):

fig 2

3. After entering the serial number or asset tag press “Create Dispatch” to 
move to the next screen to provide the repair information (figure 3):

fig 3
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3. On the repair information page, you will see check boxes for various 
component failures that may require a mail in dispatch to repair (figure 4).  
Make sure to validate the information at the top of page for accuracy on 
serial number, school ID code, etc. to ensure a dispatch is created 
correctly for your asset. 

fig 4

4. Select the component(s) that have failed (you may select multiple) by 
using the associated check boxes. (figure 5):

fig 5
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5. For imaging only dispatches, please use the check box for “Image 
only” (figure 6).  If you are only imaging a unit, do not select any other 
items for the repair.

fig 6

6. If you inadvertently select the image only option in addition to other 
repairs, an error message will be displayed allowing you to return to the 
previous page to correct any issues. (figure 7):

fig 7

7. Provide a description of the failure(s) in the notes field (figure 8):

fig 8
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8. Enter any information you feel would be helpful in diagnosing the issue or 
if the issue is intermittent, to reproduce the failure. (figure 9):

fig 9

9. Note whether or not you acknowledge the repair request is the result of 
Accidental Damage and, if so, whether a Buffer Replacement has been 
approved in lieu of repair (figure 10).

fig 10

10. Enter the AppleCare case number (or PO number if you plan to pay for an 
instance of Accidental Damage) in the Case Number field, the Admin 
Password for the unit, and select whether or not the data has been 
backed up* (figure 10).  Then click on the “Continue>>>” button.

* Note: The depot is not equipped to back up or restore user data. The “Data 
backed up” drop down is a reminder to ensure data is backed up prior to 
dispatch.
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11. On the following page you will be able to verify all of the information 
pertaining to this dispatch request.  Please validate all of the information 
on this page including serial number and reason for repair.  Incorrect or 
incomplete information may delay your repair.  If the information is 
correct, click on “Confirm Dispatch” to process the repair request (figure 
11):

fig 11
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12. The following page will provide you with your Dispatch Number.  Please 
retain this information for your records (figure 12).  Use the “Print” button 
to print a paper copy of this information to for your records for the repair.  
Click on the “Click Here, Print, Attach to Box” link to print a UPS shipping 
label for your dispatch:

fig 12
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13. The UPS Labels must be printed off and attached to the shipping box.  
There are detailed instructions on the printed label.  Once you have cut 
off the label at the designated line, retain the other half of the form as it 
contains your UPS tracking number.  A UPS pick up will be automatically 
scheduled for the next business day, however, if you have a regularly 
scheduled daily pick up with UPS, as long as your asset is ready to be 
picked up, with the label attached to the box, the driver will be able to 
take the dispatch on their next visit:

fig 13
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14. To check on the status of your dispatch pick up, use the “Pickups” link at 
the top of any page.  This will provide you with the current open repairs 
for your school (figure 14).  This list can be printed or downloaded to an 
Excel document using the appropriate links on the top right of the page.:

fig 14
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15. For delivery status, use the “Deliveries” link at the top of any page to 
show pending deliveries for your school (figure 15):

fig 15
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16.  After a unit is received back from the MLTI Local Repair Depot, you 
should check in the unit to complete the repair cycle.  Use the “Check In” 
link on the top of any page and enter the serial number or asset tag in the 
appropriate field and click on “Move Asset” (figure 16):

fig 16

17. To cancel a dispatch, use the Tools menu selection and the “Cancel 
Dispatch” option under “Admin Tools” for the dispatch (figure 17):

fig 17
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18. On the Cancel Dispatch Screen, type in the dispatch ID number in the 
appropriate field and click on the “Cancel Dispatch” button.  This will 
cancel a dispatch that is no longer required or which was set up 
incorrectly. (figure 18):

fig 18

19.  On the following screen you will be able to confirm that you wish to 
cancel the dispatch.  Click on “Cancel Dispatch” to confirm.  Once a 
dispatch is cancelled, the action cannot be undone.  (You can only cancel 
a dispatch before the unit is picked up by UPS.  Cancellation after the 
UPS pick up with either result in problems with redelivery of the unit or 
you will be unable to cancel the dispatch via the web page interface) 
(figure 19):
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20. To check on a repair history for your units use the “History” link (figure 
20):

fig 20

21. On the resulting page, enter the asset tag or serial number for the unit 
you would like to view repair history on and click “Retrieve History” (figure 
21):

fig 21
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22. The repair history will provide you with a current status and any dispatch 
numbers associated with the serial number/asset tag (figure 22):

fig 22

23. Click on the dispatch number to access the repair details.  The repair 
details page will provide the list of parts used and any technician 
comments on the repair (figure 23):

fig 23
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24. If a unit requires a repeat repair within 90 days, you can contact the MLTI 
Help Desk to obtain a new case number, or you can use the original case 
number. Either way, you will need to create a new dispatch for the unit to 
be repaired. Entering the word "Looper" in the "Symptoms" field along 
with the failure description will help identify the unit as a repeat repair but 
it is not required. (figure 24): 

fig 24

25. If there is an issue with a dispatch or other problems with the MLTI Depot 
experience and you want to provide feedback, you may use the “Having 
issues or want to send feedback?” link on the bottom of any page after 
you log in. (figure 25): 

fig 25
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26. While your school and contact information will be pre-populated for you, 
you will need to fill out the remainder of the form in order for Apple to 
assist you in addressing your escalation.  DIY or other non-depot specific 
escalations should not be sent to this forum, but should follow the 
standard escalation path of using the MLTI Help Desk, the MLTI Project 
Office, or the State of Maine DOE. (figure 26): 

fig 26
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